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13. DESCRIPTION OF DUTIES, RESPONSIBILITIES AND QUALIFICATION REQUIREME )
S

FORM M. e .en slLUufl ; (4)
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I. DUTIES AND RESPORSIBILITIES

er gensral supsrvision of the Deputy Director for Administration serves as his
Administrative Officer and general office manager for the immediate office ~f the DD/A.
Responsible for performing & variety of administratiwe snd coordinative duties and cone
ducting special assignments for the DD/A requiring liaison and contact with operating
officials throughout the Agency at the Office and Division lewsl. Performs the follow-
ing specific duties and responsibilitienss v

Furnishes general administrative support to the immediate Office of the DD/A and
serves as genersal office manager in planning the 0ffice procedures, control registers
and supervising the administrative, secreturisl and clerical activitles of the office.
Deternines priority and allocates special work assignments io secretarial and clerical
employees in the office, furnishing instruciions and assistance relating to the and pro-
duct desired. Reviews completed sssignments for adherence to ssiablished office pro-
cedurss, general adminiatrative policy and agency regulstions,

Corxiucts special assignments of & confidential nature for the DD/A. These require
contaet with Office and Division Chiefs throughout the Agency in order to dlscuss and
obtain facts relating to werious agency adminisirative matters. PFPreparee reports of
faets obtained with recommandations relating to reliability and accuracy of data, Pere-
forms research in various records and corrslates data from office files on subject matter
relating to or of a similiar nature in precedent casas for use by the DD/A in faking
appropriate aetion on such matters. " ’ :

Receives and reviews all invoming correspendence addressed to the DD/i, and on the
basis of pergonkl knowledge of the agency's administrative operations and superior's
known or implied desires, makes recommendations regerding the appropriate action to be
taken (except on correspondence of & policy determination nature). In addition, determ=
ines whether such correspornxiencs should be routed tc the appropriate Special Assistant
for action where subjsct matier affects their area of assigmment prior to submission to
the DD/A, Incumbent reviews all correspondence or other docurents requiring the

(1f necessary, continue on reverse side)
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signature of the DD/A, beinz delegated responsibility to make revisiens, where deermed
necessary, in order of presentation, grammatical structure, punctuation, spelling, use
of pseudonyms, and format. Insures that such documents sre in complsted form and comply
with established policies and procedures prior to submission to the DD/A for signature.

Receives all visitors and telephone calls to the Office of the DN/A, ascertaining
the nature of their business and resolving probloms where posaible within established
policy to eonserve superior's iime. Nonitors all telephone conversations in which the
DR/A participates in order to tak= notes and to keep abreast of his ectivities as an
ald in scheduling his time. Calls and callers include officlals at all echelons within
the Agency, oiher goverrmenit sgencies and private life, In addition, incumbent serves
as the point of reference in the Agency for receiving calls from various outside sources
where individusls deaire to discuss or furnish informatlion to the Agency or to sesk
informetion regerding apency operations., This requires the axercisa of extreme tact,
diplomacy, quick thinking and sound Judgment to furnish appropriate replies to gues-
tions and dispose of caller without glving offense or croating 111 will.

Arranges appoliniments for superier, with eamplete authority fer allotiing his time
to conferences and meatings; when desmed necessary, alters previously made appointeents,
In arranging conferences, contacts verious high officlals within the Agency and in other
government agencies for the purpose of ocutlining general oblectives of conferences, date,
place, and time. Preparass sgenda from gensral verbal statements or knowledge of sube
Jecl matter; performs ressarch in office files or secures data from other components as
nacessary in order io select, assermble, and correlate the background data nocessary for
suparlor to conduct such conferences,

Attonds various conflerences with superior for the purpose of keeplng currently
informed of plans, policies, and operations, it such confersnces, takes nctes and pre-
pares itranseripis of important matters which are of direct interest to superior. Pre-
pares resumes of such transcripis and correlates previous dats relating to the subject
in order to have a complate and up~to-date report on such matters for use by superier
in taking final action,

Reviews apency administrstive orders and regulations whieh reguire the signature
sf the DDA for adherence to established procedure and format prior to submission to
superior. Where sueh pupers do act require a policy decision, has delegated responsi-
bility to ensure they ars correct and do not conflict with existing agency policy.
Interprets agency aduinistretive policy and regulations in reply to calls and guastions
receivaed from officisls throughout the Agsncy.

Maintains & suspense record of special or nighly sensitive matters and compiles a
daily dlary of Agency administrative activities and problems under consideration and
the action taken by the DD/A. These eontrols and records are for his use in keepingz
constanily swere of the status of important action papers and ss & direct source of
referance to specific agreements and decisions made,

Parsonally contaets ani conducts the nacessary follow up procedures to ensure that
established deadlines are met concaerning matters of dirsct interest to DD/A.

Ragponsible for the proparation of vouchers, travel requests, miscsllaneous re-
ports, etc., reguired by the ND/A and members of his office in comnsction with domestic
and forelgn travel.

Takes and transcribes dictation given by the DD/A; edite and prepsres such coires-
pordence in final form.

Responsible fer accomplishing the necessary adminlstrative services for the office
of the DD/ such as making arrangerents for special equipment needed in conferences,
securing telephone circults between various offices, procuring of necessary office
supplies and equipment, planning and coordinating office moves, etc.

Serves as ‘Top Secret Control Officer for the Offiece of the D5/A. Attends meeiings
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where new procedurss are discussed and is responsible for implementing such procedures
where appropriate,
Parforms related duties as required.

il. BUPERVISIDL

U slen flgseived:

Recelves general supervision from the DU/k regarding general policy to be followsd R
but due to the frequant absence of superior, incumbent performs the majority of the
duties under limited supervision,

Su@sit}n Oiven:
enders asgistance on offlce policy and clerical procedures to the secretarial and
clerical employees in the office of the oi/h. Furnishes day to day supervision over
such employees.

IXI. QUALIFICATION BEQUIREMENTS

» 8: Hust heve & thorough knowledpe of the major organizational COMpOn-
ents of agency aad the imnermost operations down to the Staff and Division level;
thorough knowledge of d4goncy administrative regulations and policles; excellent knowledge
of the inter-office structure and channels of communication of top echelons of the
Agency in order to know whom to contact and shere for various information, coerdination
of papers, and the routing of correspondence and reports for the DD/i; a knowledgs of
the channels of communications with top officials in various goverament organizations
such a8 Congress, Budget bureau, Uepartment of State, Jepartment of Defense, and others
who furnish support to the Agency; and an excellent knowladge of inglish grasmar,
punctuation, correspondence, arrangenent and fornat,

2. Skills: Myst be highly skilled in taking dictaticn (160 to 180 wards per
winute)} and extremely proficient ia typing (60 to 80 words per minute). :

3. Abilitfes: ibility te plan and orgenize work in an office wherein any one work
day, a lerge varlie Yy of unrelated matters having great imjort on the over-ail adminige
tration of the Agency, rust be rocessed within short desdline rerlods; ability te
understand and interpret adminlstr.tive regulations and dirsctives; ability to exercise
tact, discretion and Judgmeni in answering telsphona calls, sersening office visitors
and furaishing approprista replies to questions; and ability to furnish instructions
and supervise a staff of stenographic and clericzl employees,

L. work & ience and Education: Incumbent must have had a total of & years
experience e Jears experience and 3 years specialized experience) of sueh a
scope and responsibility to adequately demonsirate aﬁ?ﬁty to satisfactorily perform
duties of the position.

Related ixperiences: IMust have had 3 years of progressively responsible work
involving parformance or supsrvision of peneral offics work such as wopk a8sociated with
preparation of correspondence; use of various type forms; maintenaince of lops » Tegisters,
indexes and files; operation of ofiics machiness obtaining and giviang out information;
gathering and assenbling informationg or relsted administrative and clerical work assow
ciated with general office operations, '

cpecialized Zxperience: Must have had 3 years of progressively respongible
Ving periormance or supervision of general office managanent Lype work requive
ing the establishmont of office procedures and policles; editing and correcting adminis~
irative papers; iaterviewing individusls to obtain facts and preparing reperis of {lndw
ingsj establishing control logs, Tegisters, indexes and files; furaishing information
to inguiries on a large variety of subjects in a soverument égency or large commercial
organizations; procuring or nsgotiating for general office services; or related adminige
trative vork assocladed with general office mansgemant,

Allewable substitutions for reguired experienca:
‘&) Study sucecessfully comoleted in & school, institution, college or unlversity
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above hiph school lavel nay be substituted for required related experience on the bhasis
of one ysar of study for nine months of related experiencej or
{b} Successful eompletion of all requirements for a college depres in an
accredited college or university with speciaslization in pubdblic administiration, personal
adminlstrstion, business administration, political sclence, accounting, or a comparable
specialization may be substituted for one year of specialized sxperisnce and two ysars
of relsted esxperience; or
{c) One year of experience as an Administrative Assistant at the 05«9 level in
the Apgency may be substituted in lieu of the related and specialized experlencs,
5. Physical fequirements: Incumbent must be able to withstand considerable sirain,
working long hours under Yension.
6, Personal Characteristics: Hust bs emotionally stable, attentive to detalls,
conscientious, and the work must appeal to the individual.
7« Special Lualifications: lione.

Iv, SCUPE AND EFFECT

g position in the DD/A's office with respongibility for general office
operation and management. The developuent of appropriate offiee proceduras and thelr
proper implenentation will materially aid in the smooth functioning of the offlce and
conserve the time of her superior whersby he can devoite maximum time to agency adminise-
trative policy metters. The effect of errors in work performed by the incumbent or the
omission of various matters could serlocusly impair the administrative operation of the
Agency with possible discleosure of agency operatlons and Jeopardize cover projects.

Ve HENTAL DEMANDS

Must sxercise & considerable amount of mental concentration in furnishing replies
to questions and interpreiing regulations relating to sgency administrative policy and
status of pending administrative matters. Zvercises originality of thinking, ingenulty
and resourcefulness in managing the office operations, Must work under considerabie
tension generated by rigld demunds for accuracy of work and short deadlines.

Vi, PERSCHAL ~OBK COBTALTS

THas frequent personai and taelaphonic contacts with officlals at all echelons within
the agency in arranging conferences, following up on wvariocus matiers of dirsct interest
tc superior, conducting special confidential assignments for the D/A, interpreting
agency administrative policy, and related matters which embrace, in general, the sntire
spopa of the asdministrative progran of the agency.

VII, SPECIAL CONBIDEHATIONS:
Hone. ’

YIII, POSITION PHOGRESSION

Promotlion to this position is from a lower zrade administrative and secretarial
type position within the OD/4, elsswhere in CIA, or from outside the igeacy, providin:
applicani possesses the required qualifications. Promotlionpal opportunities from this
position would be to higher gzrade administrative office type positlons alsevwhsre in ihe
HITENCY «

X, Ji5TIHGUISHING FLiiTURES

Thls 158 & mixed position encompassing various administrative duties bub the controls
ling factor is the function of serving as confidential assistant to the DD/A, the nature
of which renders support to the allecation of this position at this grade lewel. 7This
position is considered comparable to the Administrative Officer positions to the Chief
of Administration-0D/P, the Inspector Cenerzl, eurrently allocated & the 0S5~11 lewel
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